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DRAFT

MEMORANDUM FOR:.......Director -of-Personnel-——wewr oo

_ATTENTION - Chief, Position Management and Compensation Divis:

B0

. A , I . Nov-73 A
ﬂ 25X1A%

SURJECT : POSlthU Up grade

l Tt LS requested that position number 0339, Budget and FLnance

Officer, GS-12, be upgraded to GS~13. This upgrading ‘is reflective of the

vespons IbLLLt18§ and duties incumbent upon this position and brings theé grade

———level-closer—-to-comparable-—positions—elsewhere—in—the-Agency-A-posit fon-

e descriptionis-attachedfor-your—informetion:

2. In judging upon this request please note that the Director of

Finance concurred in its establishment at the GS-13 level and further that

this position was budgeted at a GS-13 in Fiscal Years 1974 and 1975. In order

to effect this upgrading without an increase in average grade it is recommended

that the position 0258, Staff Officer, be downgraded to a GS-12.
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e JOB_ DESCRIPTION EA

OFFICE OF THE DIRECTOR OF CENTRAL INTELLIGENCE (0/DCI)

EXECUTIVE SECRETARY : L

T ADMINISTRATIVE STAFF 77 T T I e e e

POSITION 0339
S e - BUDGET AND--PENANCE ~OFF-ICER - -mmm e

I JOB DESCRIPTION !

Under the general supervision of thée Administrative OFfiesr, O/DCT, -

newly-reorganized DCL Area, ie . the ()/]')(‘T and the six Independent Offices,

Serves as the decentralized certifying officer for the.DCI Area as well as

providing ad hoc geperal and administrative support within disciplines other

than those strictly budget or finance in nature.

IT DUTIES AND RESPONSIBILITIES

1. Serves as the Budget Officer for the DCT Area (Directorate)

Planning Officers.

il

3) T0 Tesponse to ufre”vaz‘fous—vfftcmf‘the~'€omptr03:lex_€vi;ce—~9/-PPB)~~——-{

L e M _auowles—and-ad-hoo-tasks,and refleching DCT Arves plans

H

____and programs - prepares the various budget submissions in their

Frogram, Congressional, and Operating stages.

b) Based on contmuing revéew of budgetary trends and program ﬁxmzxm”

status, preparss rermmandarkorgxandx reports and recommendations

to the DCI Ares, Programmmg Offmers

¢) Tn response to Office of Joint Computer Services requireménts,

assures FHE aceuracy and validity of the DCI Area Financlak-— —————
Resources Data Base. - e

4) Certofies to the availebility of Rumdsx®ar DCT Area funds in
answar to program rsquiremsnts.

e) Preparas and ass%ts in the preparation of the saveral recurent and

Y mee U LY QAL
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il

————-—is respousible ~for—ti#-providing-FHe-budget—and -finenciat-support—to-the——————
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__periodic budget/program data reports requested by the Office of

the Comptroller, the CIA Management Coumittee, et al

x2x 2. Malntaxns the documentary imput and contrels for the DCI’ Area :

—— - e el e

a) Responsible for the malnbenance of the DCI Area fmnds 6bllgatlon

recordgnand preparation of féﬁé}tidg on funds/bbligation status.

b)Y Complles and computes Khmxmummmss background; budgetary; and T

m—————e——gtabistical-date—te- assi-s—t—%he-vDCI»Areawma,nagers-inmevaluabing.mhg .

e alloca&;on.of resources and Emsk program/cost effectiveness.

ICI Area. C , b

l, Responsible for the provision of financial support th the DCI Area,

—
T

ineluding, but not limited to, travel, procurement, rentals, and

riscellaneous contractural obligatious.

5, Peovides overall financ:.al/regula'cory advise and guiddnce and

] uperviserthe-performance of-the-AO/DCE- Admxmsbr&bwe—l-\s&ks-tant-———

- in-finance/budget related tasks.

6. Performs such other ad hoc tasks as deemed appropriate by the

AQ/TCI.

T

TTov evvavevi€de | He must be able
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_ 3. Serves as the single decentralized certifying officer for the I

- — et e .



